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ABSTRAK
Meinar Arumsari Lenggang Puspita. D1510051. ADMINISTRASI 
PENGADAAN BARANG DEPARTEMEN HOUSEKEEPING DI  POSE IN 
HOTEL SOLO. Program Diploma III Manajemen Administrasi Fakultas 
Ilmu Sosial Dan Ilmu Politik Universitas Sebelas Maret. 2013. 68 halaman.
Administrasi pengadaan barang departemen housekeeping merupakan hal 
yang penting karena dalam administrasi pengadaan barang departemen 
housekeeping mengatur tentang pengkajian, pencatatan, pembukuan, 
pengagendaan serta pelaporan data-data barang yang dibutuhkan oleh departemen 
housekeeping.Penulisan tugas akhir ini bertujuan untuk mengetahui bagaimana 
administrasi pengadaan barang departemen housekeeping di Pose In Hotel Solo 
dan pengamatan ini dilakukan agar dapat bermanfaat bagi siapa saja yang
membutuhkan dan memerlukannya khususnya bagi Pose In Hotel Solo.
Pengamatan di Pose In Hotel Solo. Pengamatan ini menggunakan metode 
Deskriptif Kualitatif. Dalam penggumpulan data menggunakan metode 
wawancara, observasi dan dokumentasi.
Pada dasarnya proses administrasi pengadaan barang pada departemen 
housekeeping terdiri dari lima langkah yaitu Perencanaan kebutuhan, Pengadaan 
logistik, Penyimpanan, Distribusi dan Penggunaan. Bagian purchasing, receiving
dan store keeper yang ada pada departemen accounting merupakan bagian yang 
penting dari kegiatan administrasi pengadaan barang. Administrasi pengadaan 
barang untuk departemen housekeeping sudah menjadi tugas dan tanggung jawab 
dari bagian purchasing, receiving dan store keeper, setiap barang yang dibutuhkan 
oleh departemen housekeeping harus segera diproses dan diadakan oleh bagian 
purchasing, karena setiap barang yang dibutuhkan oleh departemen housekeeping
dijadikan sebagai penunjang kinerja operasional hotel. Segala aspek kegiatan yang 
dilakukan oleh departemen accounting khususnya bagian purchasing, receiving
dan store keeper dengan departemen housekeeping diharapkan dapat menunjang 
operasional Pose In Hotel Solo.
Kesimpulan yang didapat dari pengamatan tersebut yaitu administrasi 
pengadaan barang tersebut untuk memenuhi barang kebutuhan operasional 
departemen housekeeping seperti guest supplies dan cleaning supplies agar 
kinerja departemen housekeeping dapat maksimal untuk melakukan pelayanan 
kepada tamu yang berkunjung dan menginap di Pose In Hotel Solo dan dilengkapi 
dengan berbagai macam formulir seperti stock card, SR (store room requistion), 
PR (purchase request), PO (purchase order) dan invoice.
Saran yang bisa diberikan dalam administrasi pengadaan barang 
departemen housekeeping di Pose In Hotel Solo,karena kelengkapan karyawan 
pada suatu organisasi sangatlah penting bagi kelancaran suatu perusahaan maka 
pada bagian receiving dan store keeper sebaiknya ditambahkan karyawan untuk 
mengisi bagian tersebut dan general store diperluas agar barang-barang 
kebutuhan semua departemen khususnya departemen housekeeping dapat 
tersimpan dengan baik, rapi, aman dan mudah pada saat akan didistribusikan.
perpustakaan.uns.ac.id digilib.uns.ac.id
xvi
ABSTRACT
Meinar Arumsari Puspita Lenggang. D1510051. PROCUREMENT 
ADMINISTRATION DEPARTMENT HOUSEKEEPING IN POSE IN 
HOTEL SOLO. Diploma III Administrative Management Faculty Of Social 
And Political Sciences Of The Eleven March University. 2013.68 pages. 
Procurement administration department housekeeping it is important 
because in procurement administration department assessment, housekeeping set 
about registration, accounting, pengagendaan and data reporting goods needed by 
the housekeeping. Writing theirjobs frontler aims to know how procurement 
administration department housekeeping in Pose In Hotel Solo and observation is 
conducted to be beneficial to anyone who needs and needed especially forPose In 
Hotel Solo.
Observation at the Pose In Hotel Solo. Observation is using methods 
descriptive qualitative. In aggregationdata using methods interview observation 
and documentation.
Basically the process of procurement of goods in the administration 
department of housekeeping consists of five steps planning, procurement logistics, 
storage, distribution and use. The purchasing, receiving and store keeper in the 
department of accounting is an important part the activities administration of the 
procurement of goods. The administration of the procurement of goods for 
housekeeping department has become the duties and responsibilities of the 
purchasing, receiving and store keeper, any goods needed by housekeeping 
department should immediately be processed and held by the purchasing, as any 
goods needed by the housekeeping serve as supporting operational performance. 
All aspects of the activities undertaken by the department of accounting, 
especially the purchasing, receiving and store keeper with the housekeeping is 
expected to support the operation Pose In Hotel Solo.
Conclusions from these observations that administration of the 
procurement of goods to meet the operational needs of the departments of 
housekeeping items like guest supplies and cleaning supplies to the performance 
department housekeeping can be maximum to do service to the guests who visit 
and stay in Pose In Hotels Solo and comes with a variety of forms such as stock 
card, SR. (store room requistion), PR (purchase request), PO (purchase order) and 
the invoice.
Advice that can be given in the administration of the Procurement 
Department housekeeping in Pose In Hotel Solo, for completeness of the 
employees in an organization is essential for the smooth running of a company 
then on the receiving and store keeper should be added employees to fill out that 
section and general store expanded that stuff necessities all departments, 
especially the housekeeping can be stored with good, tidy, safe and easy at the 
moment will be distributed.
